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THE MAJOR PURPOSE OF THE PROJECT WAS TO ESTABLISH A 
CENTER FOR DEVELOPING INSTRUCTIONAL MATERIALS NEEDED BY 
TRAINEES FOR EMPLOYMENT IN HOME ECONOMICS RELATED 
OCCUPATIONS. THE PROJECT STAFF (1) DEVELOPED A PLAN FOR 
COLLECTING EXISTING MATERIALS! (2) PREPARED A BIBLIOGRAPHY 
FOR THREE OCCUPATIONAL AREAS! (3) DEVELOPED A FILING SYSTEM! 

( 4 ) VISITED THREE CURRICULUM CENTERS! (5) DEVELOPED A CHART 
OF TEXAS OCCUPATIONAL PROGRAMS IN HOME ECONOMICS! (6) SECURED 
INFORMATION ON THE EXTENT OF CURRENT PROGRAMS! (7) STUDIED 
SPACE! FACILITIES! PERSONNEL AND BUDGET REQUIREMENTS FOR A 
PROPOSED CENTER! AND (8) ESTABLISHED PROCEDURAL STEPS AND 
COMPLETED THE FIRST FOUR FOR DEVELOPING MATERIALS FOR THE 
CHILD CARE AIDE! CLOTHING SPECIALIST! AND FOOD SERVICE 
EMPLOYEE. THE STEPS WERE (1) DEFINE JOB BY TITLE! (2) DEVELOP 
JOB ANALYSIS! (3) PREPARE COURSE OUTLINE BASED ON TASKS 
LISTED IN JOB ANALYSIS! (4) IDENTIFY COMPETENCIES NEEDED BY 
STUDENTS TO PERFORM JOB TASKS! (5) CONSTRUCT INSTRUCTIONAL 
SHEETS TO GUIDE STUDENTS IN PERFORMANCE JOB$ AND (6) EVALUATE 
AND REVISE INSTRUCTIONAL MATERIALS. THE CENTER ENVISIONS A 
LONG-TERM PROJECT TO (1> PLAN! PRODUCE! EVALUATE, AND REVISE 
INSTRUCTIONAL MATERIALS FOR HOME ECONOMICS OCCUPATIONAL 
COOPERATIVE PART-TIME TRAINING PROGRAMS! HIGH SC. :OL 
PREEMPLOYMENT PROGRAMS! AND POST-HIGH SCHOOL TECHNICAL 
OCCUPATIONS PROGRAMS! AND (2) ASSIST TEACHERS IN USING THE 
MATERIALS. THE EXTENSIVE APPENDIX INCLUDES (1) CHARTS OF THE 
FILING SYSTEM AND THE TEXAS PROGRAMS! AND (2) THE JOB 
ANALYSES! COURSE OUTLINES, UNITS! AND BIBLIOGRAPHIES 
DEVELOPEb BY THE STAFF FOR CHILD CARE AIDE! CLOTHING ALTERER! 
DRESSMAKER! BUS BOY! WAITER! KITCHEN HELPER! AND COOK. (FP) 
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ABSTRACT 



Title : A Planning Grant for the Establishment of a Center for the 

Development of Home Economics Instructional Materials 



Cooperating Agency : Texas Technological College, Lubbock, Texas 



Investigator : Dr. L. Ann Buntin, Head, Home Economics Education 



Beginning Date : February I, 1967 

Completion Pate: August 31, 1967 



The major purpose of the Planning Grant Project was to plan a procedure 
by which Instructional materials would be prepared for students enrolled 
In home economics cooperative part-time training programs. 

\ 

The procedure established by the Planning Grant Project staff included 
the following steps: (I) definition of the job by title, (2) development 
of a Job analysis by means of interviews with employees and employers of 
selected businesses, (3) preparation of a course outline based on the 
tasks listed in the job analysis, (4) Identification of competencies in 
terms of the abilities and understandings students need to develop to 
perform the job tasks successfully, (5) construction of instructional 
sheets which guide the individual student in attaining the competencies 
needed for successful employment in the occupation as defined by job 
title, and (6) evaluation of the effectiveness of the instructional ma- 
terials and revision of them as indicated by on-going evaluations. 

The Planning Grant Project staff completed the first four of the above 
procedural steps for three home economics- related occupations, namely: 
Child Care Aide, Clothing Specialist, and Food Service Employee. 

These four procedural steps will serve as a basis for developing instruc- 
tional materials consisting of assignments, information sheets, evaluation 
techniques, and references for the three programs: 

Child Care Aide 
Clothing Specialist 
Food Service Employee' 

AH six cteps included in the procedural plan will be completed in the 
development of instructional materials for additional home economics 
cooperative part-time training programs. 

The Planning Grant Project staff studied requirements for space, facili- 
ties, personnel, and budget as a background for proposing the establish- 
ment of a Center for the Development of Home Economics Instructional 
Materials. 
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REPORT OF PLANNING GRANT FOR THE ESTABLISHMENT OF A 
CENTER FOR THE DEVELOPMENT OF HOME ECONOMICS INSTRUCTIONAL MATERIALS 



Purpose of the Project : The major purpose of the Project was to establish 

a Center for Development of Home Economics Instructional Materials to be 
used by home economics teachers In the development of competencies needed 
by trainees for employment in home economics-related occupations. 

The Director of the Planning Grant Project concentrated on the development 
of a procedural plan for the production of instructional materials, and on 
the preparation of a proposal for the establishment of a Center for the 
development of home economics instructional materials. 

Description of Activities of the Planning Grant staff . The steps of pro- 
cedure as listed in the Project Proposal gave direction to the work of 

the Planning Grant staff. In general, the procedure followed is described 
below: 

Clarified purposes of the Planning Grant Project and establish- 
ed procedure of work. The Director held several conferences 
with personnel of the Cooperating Agency - Or. WIlia Vaughn 
Tinsley, Dean of the School of Home Economics and Dr. L. Ann 
Bunt in. Head, Department of Home Economics Education; and with 
personnel of the Texas Education Agency - Mrs. Elizabeth Smith, 
Director, Home Economics Education, Mr. John R. Guemple, Assist- 
ant Commissioner for Vocational Education, and Dr. Russell Davis, 
Director, Research Coordinating Unit. 

2. Secured additional staff . Two part-time graduate research assist- 
ants were employed to help develop the Planning Grant Project. 
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Specifically, they helped develop tentative job analyses, inter- 
viewed prospective employers and employees, and developed tentative 
lists of competencies desired of workers by employers. 

3. Developed a plan for collecting existing appropriate materials. 

It was decided to select only materials published since I960. 

9* Established criteria for the selection of books and pamph- 
lets including: 

(1) date of publication 

(2) occupational emphasis rather than the homemaking 
approach 

(3) information applicable to occupational opportunities 
in Texas 

All available bibliographies and course outlines were reviewed 
and appropriate books and pamphlets ordered. 

b. Sent a form letter to each State Supervisor of Home Economics 
Education requesting Policy Bulletins and Course Outlines 
related to occupational programs. Twenty-three states sent 
materials Including State Policy Bulletins or Guidelines, 

Course Outlines or Curriculum Guides, Report Forms, and 
Program Interpretation leaflets. Several State Supervisors 
replied that their supply of materials had been exhausted 
or that they were in process of developing materials. All 
of the materials received had been prepared for only teachers, 
school administrators, and school boards; none of It had 



2 






been planned for distribution to students * The limited 
supply of materials suitable for student use has been a 
handicap to teachers in development of occupational pro- 
grams in home economics. 

c. Sent form letter to a selected list of University Home 
Economics Teacher Educators requesting reports of occupa- 
tional program workshops. Six workshop reports were received 
they Included course outlines designed to guide teacher In 
program planning; and were not designed for student use. 

4. Prepared a bibliography for three occupational programs; Child 
Care Aide, Food Service Employee, and Clothing Specialist. 
(Included In Appendix D) 

5. Decided upon a filing system. A copy of the filing system is 
attached. (Appendix A) 

6. Visited three curriculum centers . To study other methods of 
procedure In producing instructional materials, the Director of 
the Planning Grant visited three centers: 

a. The Research Center, Columbus, Ohio 

b. The Trade and Industrial Curriculum Laboratory, Ohio State 
University, Columbus, Ohio 

c. The Agricultural Curriculum Laboratory, Texas A and M 
University, College Station, Texas 
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: Th3 Instructional materials prepared by these three Centers 

] are in the fields of Agricultural and Trade and Industrial 

Education. The Planning Grant Project Director did not 
locate a Center or state that Is preparing home economics 
instructional materials for use by students. 

The helpful information gained by visiting these three Centers 
is summarized as follows: 

Schedules . It takes time to produce creative materials, 
therefore, adequate time schedule should be planned for 
and instructional materials project. 

Advisory Committees . More help is received from advisory 
groups when materials are furnished to them for reactions 
and additions. The exception may be an advisory group of 
professional personnel. 

Instructional materials . The materials prepared at the 
two Agricultural Centers are designed for student use on 
the individualized instructional plan. The Center located 
at Texas A and M Is preparing materials for students en- 
rolled in cooperative part-time training programs, there- 
fore, no laboratory experiences are included in the mater- 
j tals as students develop skills in on-the-job training. 

While the Research Center at Columbus, Ohio, is including 
instructional sheets to guide students In the development 

} 
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of skills and abilities in a school laboratory and In some 
work experience. 

Develop fortnat . At an early stage In the development of 
any of the instructional materials. It is advisable to 
develop a format. 

Distribution . Throughout the developtnent of materials 
consider the mailing lists for free distribution and sale 
of materials. 

Involve administrators and teachers . In preparation of ma- 
terials both administrators and teachers contribute practical 
Ideas and are more Interested in using materials when they 
have experienced some part In the production of them. 

Staffing . Schedule production carefully to make best use 
of professional and secretarial staff. More secretarial 
staff is needed In proportion to professional staff than for 
regular University assignments. 

I n-Service . Include in-service help to teachers as a part 

of the project program. To make best use of materials, in- 
service education is essential. 

Include a plan for research when Initiating the project. 

Space . Do not underestimate amount of space needed to prepare 
Instructional materials. The plan developed for reproducing 
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materials, however. Is a big factor In determining adequate 
space. 

Library . Establish a criteria for selection of materials 
for a library. Such Items as following need to be considered: 
Establishment of a prior date line 

Selection of only specialized occupational references 
with few, if any, general books 

Consideration of high quality commercial training mater- 
ials and materials produced by National Associations, such 
as National Dairy Council 
Order only one copy for use at Center 
Start early to develop a system for filing 

a chart of the Texas Occupational Programs In Home 
Economics. This chart describes the types of programs, length 

of programs, qualifications of enrol lees, approved occupations, 
and priorities for types of programs for which instructional 
materials will be developed. (Appendix B) 

8. Se ared extent of current programs . Information concerning 

the number of students enrolled In eight home economics coopera- 
tive part-time training programs In operation In Texas in 1966-67 
was furnished by Mrs. Elizabeth Smith, State Director, Vocational 
Home Economics, Texas Education Agency. 
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Types of Occupations 
Dietitian Aide 



Number In Training 
1966-67 

25 



Clothing Special 1st 15 
Child Care Aide 30 
Household Employee 28 
Food Service Employee 34 
Home Furnishings Aide 4 
Companion to Elderly 5 
Food Tester I 



From these data, the following occupations were given priority 
in the preparation of Instructional materials at the proposed 
Center. 






Child Care Aide 
Clothing Specialist 
Food Service Employee 



Occupation of the Clothing Specialist was selected In preference 
to the Dietitian Aide or Household Employee to illustrate the 
procedure used In preparation of instructional materials In a 
variety of occupations, thus avoiding preparation of instruc- 
tional materials In two food service courses. 



9. Developed procedures . Plans for the preparation of Instruction- 
al materials Included the following steps: 
a. Prepared a brief description of a job analysis Including 
what it is, who makes Job analyses, and how it Is used In 
planning a course or program. (Appendix C) 



o 







V ^ , iSs. 



b. Developed a tentative job analysis for employees In three 
occupations: Child Care Aide, Food Service Employees, and 
Clothing Specialists, by compiling a list of tasks usually 
performed by workers; by Interviewing employees and pros- 
pective employers to secure their reactions and suggestions; 
by revising tentative list of tasks on basis of information 
received during interviews. * 

c. Developed a course outline . The outline Is In chart form, 
showing relation of tasks as determined by job analysis, 
name of units, and objectives of units for three home eco- 
nomics cooperative part-time training programs. * 

d. Listed competencies for each unit , in terms of abilities 
and understandings needed to be developed by trainees. * 

10. Developed job analyses . Analyses were developed for employees 

at three levels of competencies for the three occupational 
areas with which the Center is concerned, namely: Foods, 

Clothing, and Child Care. (Included in Appendix D) 

1 1. Prepared a report . A written report of the Planning Grant 
Project has been prepared and is ready for duplication and 
distribution . 

* Materials including job analysis, course outline and lists of competen- 
cies, prepared by the Planning Grant staff for three home economics- 
related occupations are included in Appendix D. 
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12. Proposed estab I i shment of a Center . The development of a plan 
for a proposed Instructional Materials Center at Texas Techno- 
logical College, Lubbock, has been prepared and submitted to 
the Texas Education Agency. 

13. Projected recommended steps . It Is the concensus of the Planning 
Grant staff and the personnel of the Cooperating Agency that the 
envisioned long-term project for the development of instructional 
materials Is needed to: 

Prepare and produce Instructional materials for home economics 
cooperative part-time training programs, for which the Plan- 
ning Grant staff has developed a procedural plan of working. 

Evaluate and revise these materials. 

Assist teachers in use of materials through visits and work- 
shops . 

Prepare and produce Instructional materials for high school 
home economics pre-employment laboratory training programs. 

Continue to build an up-to-date home economics occupational 
library. 

Provide continuous in-service education for teachers of home 
economics cooperative part-time and pre-employment laboratory 
training programs. 
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Prepare and produce instructional materials for Occupation- 
al Training programs utilizing home economics knowledge and 
ski I Is. 

Prepare and produce Instructional materials for post-high 
school curriculum In home economics- related technical occu- 
pations. 

Use to be made of findings and materials devel oped b y Pla nni n£ Gran t Staff . 
A procedural plan for the production of instructional materials was devel- 
oped and Illustrated by the Planning Grant staff for training programs for 
Child Care Aides, Clothing Specialists, and Food Service Employees. This 
plan is depicted in Chart A which shows the relation of the job analysis, 
course outline, objectives, course units, and competencies. The tasks, 
objectives, and competencies provide the essential framework upon which 
the Instructional materials will be built by personnel of the proposed 
project Center with the help of committees composed of experienced superior 
teachers, and subject matter, occupational and curriculum specialists. 
Instructional materials to be developed by the staff and committees may 
include assignment sheets, information sheets, evaluation devices, and 
references. 
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CHART A - PROCEDURAL STEPS FOR DEVELOPMENT OF INSTRUCTIONAL 
MATERIALS FOR COOPERATIVE PART-TIME TRAINING PROGRAMS 



Tasks* 



Job Title (Name of Course) 



Job Analysis 



I 



Course Outi Ine 






Units In Course 



O bjectives 



Objectives 



' T ] 

'll' J 

Abilities [ 


[ 

Jnderstandings 


\ 


] 


[ 



Developed 
through 
Supervised 
on-Job- 
tra i n i ng 



Developed through 
use of Instructional 
Materials; 

Assignment sheets 
Information sheets 
Evaluation sheets 
References 



* Tasks identified in Job analysis. 



II 



Chart A shows that Instructional materials are planned to help the 
trainee develop competencies needed to perform the tasks identified 
in the job analysis. 

The library assembled by the Planning Grant staff will provide ref- 
erences needed by the staff of the Center In the development of 
Instructional Materials. 
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APPENDIX A 



Library Filing System 

Books 

To be filed alphabetically by authors according to the follow! 
occupational areas. 



Child Care Aide 


O.E. 


6. 


Clothing Services 


O.E. 


7. 


Home Furnishing Aide 


O.E. 


II. 


Dietitian Aide 


O.E. 


9. 


Food Service Employee 


O.E. 


9. 


Household Employee 


O.E. 


10. 


Hotel and Motel Aide 


O.E. 


14. 


Health and Safety 


O.E. 


12. 


Development of Occupational 
Programs 


O.E. 


15. 



Pamph I ets 

To be filed in boxes according to the above system. 
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APPENDIX C 



JOB ANALYSIS 

Occupatsonai programs In home economics prepare youth and adults for gain- 
ful employment in occupations utilizing home economics knowledge and skills. 
Such programs are established on the basis of occupational needs or realis- 
tic job opportunities. 

In order to plan adequate programs which prepare youth and adults for em- 
ployment, it is necessary to determine the actual requirements of the jobs 
for which training programs are to be offered. Requirements are in terms 
of understandings, knowledge, skills and abilities necessary for performing 
the jobs. Such Information may be obtained from a job analysis. 

A job analysis ;dentifles the tasks to be performed and the degree of ski 1 1 
and knowledge needed by a worker on a particular job. The principle steps 
In making a job analysis consist of; 

(1) Identifying or listing the work or tasks an employee does on 
his job - a listing of WHAT the worker does. 

(2) Identifying or listing the competencies needed by an employee to 
perform these tasks in terms of 

. Ski I Is and abilities the worker needs to develop to be able 
to perform the tasks - HOW he works. 

. Understandings and knowledge necessary for the worker to In- 
tel I igitly perform any task. In an educational program it 



is not enough for a worker to know HOW to work, he must 
also understand the WHY of his performance. 

This step gives a detailed analysis or Interpretation of the 
basic minimum skills, abilities, understandings and knowledge 
required of an efficient worker. 



A job analysis serves as a basis for planning a course because It gives 
information and direction a teacher needs to develop a course based on the 
specific requirements of the occupations for which trainees are preparing 
to enter. Step (I), a listing of the tasks performed by the worker, helps 
a teacher identify the units to Include In the course and appropriate ob- 
jectives for each unit. Step (2), a listing of the competencies In terms 
of skills and abilities and In terms of understandings and knowledge serves 
as a guide to the teacher In the selection of appropriate learning experiences. 

Making a job analysis Is a cooperative venture. It is made by the teacher, 
prospective employers, workers, and, for some occupations, a specialist. An 
analysis may be made by means of observations, interviews, and the help of 
an advisory committee. 
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OVERVIEW 



A student who enjoys working with children, shows interest In and understanding 
of human relationships and possesses wholesome attitudes toward working with 
others.jmay be interested in preparing for employment as a child care aide. To 
be successful, the student needs to develop some skills in recognizing the 
worth of individuals. In helping to enrich the lives of children, and in assist 
ing the child care center staff in a program geared to the various age levels 
of the children attending the center. 

The length of the course for the child care aide Is determined by the back- 
ground, vocational objective, aptitude, and interest of the student. It is 
recommended that the chi Id care training program be a two year program with 
the first year including depth study in child development and related courses. 
This plan would help to minimize the gap between employee qualifications and 
employer expectations that are needed In the daily Interaction with children 
in a center. 

in the cooperative part-time training program, competencies needed for success- 
ful performance on the job are developed in actual work experience as the stu- 
dent assumes responsibilities as child care aide under supervision of a qual- 
ified center director. To be employable, students must develop skills and 
understandings needed to perform the tasks Involved in the job. The following 
tentative job analysis, developed through Interviews with directors of child 
care centers, identifies tasks usually performed by a child care aide. 



CHILD CARE AIDE 



The chi Id care aide performs tasks under the supervision of a professionally 
trained director or center manager; helps children accept the child center 
and participate in its activities; helps children remove outer garments and 
put them In designated places; assists in supervising children in eating, rest- 
ing, and toileting; assumes some responsibility tor play and learning experi- 
ences of children; helps children develop habits of behavior, cleanliness, 
health, safety, and housekeeping for their age group. 

At the job entry level, an aide works under supervision performing the less 
complicated tasks involvevi in the child care center routines. Once the child 
care aide has had some experience in establishing rapport with children and 
staff, developed some proficiency in handling children during routine periods 
and assumed some responsibility in maintaining center schedule, she can usual- 
ly participate in more of the directed activities involving the children. 
Through experience and additional training, persons may advance to jobs in- 
volving managerial, supervisory and/or teaching responsibilities. 
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CHILD CARE AIDE J OB ANALYSIS 

(used In Interviews with Directors of Child Care Centers) 
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teacher and/or director. 




26. Accepts Instruction and guidance from director. 

27. Participates In staff planning and evaluating sessions 
concerning center policies and program. 



PROPOSED COURSE OUTLINE FOR CHILD CARE AIDE BASED ON FINDINGS OF JOB ANALYSIS 
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Help children develop concepts of objects Need for enriching child’s 

and words related to the world around them knowledge of his surroundings 

expanding his environment 
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Accept children’s Interest In each other Influence of adult attitudes 

at toilet time and standards In promoting 

healthy adjustment of children 
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Advanced level may be equivalent to technical or semi-professional level.: student may quality for 
Associate degree when completing two years program beyond high school. 
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OVERVIEW 



CLOTHING SPECIALIST 



The occupation of a clothing specialist Is diversified and specialized. 

A clothing specialist performs- a variety of operations as making women’s 
garments (Dressmaker) and repairing and altering clothing (Alterer). 

To be successful in such a specialized occupa+ion, it is essential that 
a student develop a reasonably high degree of skill in fitting garments 
and In sewing. It, therefore, is recommended that for a one year train- 
ing program, a minimum of a year comprehensive course in home economics 
or a one semester course in clothing be repaired of students for enroll- 
ment. For a two year training course, it is recommended that the junior 
year be structured as a pre-employment training program in which time 
is devoted to laboratory work in the development of skills in fitting 
and sewing and that the senior year be structured as a cooperative part- 
time training program. 

In a home economics cooperative part-time training program some students 
may prepare for employment in only one aspect of the work of a clothing 
specialist as dressmaking or altering and repairing. This, however, 
limits their employability and success as a self-employed person. Most 
trainees should be counseled to develop competencies needed both as a 
dressmaker and as an alterer. 

To be employable students must develop skills and understandings needed 
to perform the tasks involved in the Job. The following tentative Job 
analyses list the tasks usually performed by a dressmaker and a clothing 
alterer and were developed through interviews with employees and employers. 



DRESSMAKER 



A dressmaker makes women’s garments, such as dresses, coats, and suits, 
according to customer specifications and measurements: Measures customer 
to determine alterations that need to be made on pattern; prepares the 
fabric for cutting, places and pins pattern pieces on fabric and cuts 
fabric with scissors; pins or machine bastes together fabric parts; sews 
parts together; presses garment after each construction process; makes 
final fitting on customer, and presses the garment. 

At the Job entry level, an employee works under supervision performing 
the less complicated tasks as helping make dresses, blouses, and slacks 
In speciality stores. Once the beginner has had experience, earned a 
reputation for good work and reliability she can usually move to a better 
Job with a custom shop or operate her own business. 
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CLOTHING ALTERER 



A clothing alterer repairs clothing, makes alterations on wofnen*s and 
men's garments, such as, dresses, coats, and suits according to customer 
preference and measurements: Tries garment on customer, ex^^mlnes garment, 

to determine type of alterations needed, fits and marks garment for proper 
alterations; uses manipulative skills in performing alterations and making 
repairs; and arrives at work agreement with the customers. 



At the job entry level, an employee works under supervision performing the 
less complicated tasks in a department store or in a dry cleaning establish- 
ment. Once the beginner has had experience, earned a reputation for good 
work and reliability, she can usually move on to a better job as Head of 
an alteration department in a dry cleaning establishment or in an exclusive 
retail store or she may operate her own business. 






CLOTH} MG ALTERER 
Job Analysis 

Course Outline Based on Findings of 
Job Analysis 

Units of Course i 
Objectives 

Tasks to be performed 
Competencies needed to be developed 
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CLOTHING ALTERER JOB ANALYSIS 



I (used in Interviews with Head Alterers in stores and cleaning establishments) 

I 

I Name of Business Date 

I — 

Interviewee interviewer 

/ I — ■ mmm ^ wm — ^ — ■, 

S 

DIRECTIONS ; Please check the responsibilities or the jobs a clothing 
alterer frequently perfonrs. 

: M 

I. Fits the garment to customer. 

analyzes fitting problems 

examines garment 

marks or pins garment for alterations 

tags garment for alterations and Instructions. 

2. Makes alterations. 

changes length of coat, skirt, dress, slacks 

changes length of sleeves in coat, suit, dr?,ss 

alters side seams to change hip measurement 

changes waist measuretiient 

changes location and length of darts 

replaces zippers 

corrects shou I der I i ne 

alters slacks and pants - lets out or takes in crotch 

- puts length in (lengthens or shortens) 

- tapers legs 

- waists (increases or decreases measure- 

ment) 
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3. Repairs clothing. 



replaces zippers 

sews on fasteners 

repairs hems 

replaces pockets 

binds pockets 

sews rips and seams 

mends tears and rips 

irons on patch 

mends lining or re i i nes coat 

4. Selects, uses, and cares for sewing and pressing equipment. 

5. Uses appropriate sewing techniques. 

6. Presses. 

as sews - construction pressing 

finished garment 

7. Arrives at work agreement with customer if self-employed or if 
head a I terer i n a bus I ness estab 1 1 shment . 
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measurement of waistline 
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producing a professional 
looking garment 
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Schedule work to keep committments a clientele 

made to customers 



DRESSMAKER 



Job Analysis 

Course Outline Based on 
Findings of Job Analysis 

Units of Course ^ 

Objectives 

Tasks to be performed 
Competencies needed to be developed 
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DRESSMAKER JOB ANALYSIS 



(used in Interviews with Dressmakers) 



Name of Business 



Date 



interviewee 



Interviewer 



DIRECTIONS: Please check the tasks performed by a dressmaker* 



1. Makes such garments as 

dresses slacks 

coats "" shorts 

skirts blouses 

2. Sews on variety of fabrics 

3. Takes measurements of custoirer 

4. Alters pattern according to customer measurements 

5. Prepares fabric for cutting 

6. Places and pins pattern pieces on fabric 

7. Transfers pattern markings to fabric 

8. Cuts the garment pieces 

9 . Organ I zes work 

10. Bastes garment pieces together 

11. Fits garment 

12. Makes needed adjustments 

13. Constructs garment 
J4. Presses 

As constructs garment 

When garment is finished 

15. Makes final fitting 

16. Selects, uses, cares for sewing and pressing equipment 

17. Manages work and business aspects 
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Advanced level Is not comparable to the technical level; many years of successful experience, additional 
training, and a ’'knack" for working with fabrics are required. 
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COOK 

JOB ANALYSES AT THREE COMPETENCY 
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FOOD SERVICE EMPLOYEE 



A trainee who is Interested In food service employment will be expected to 
develop and perform skills In any job associated with the kitchen, pantry, 
or serving area. His responsibilities will be defined by the type and size 
of the food operation with which he wll I be employed. 

A trainee may be employed In any of the following types of food service 
operations: restaurant, cafeteria, lunch or tearoom, drive-ln, specialty 

house, and catering service for commercial purposes; or In a food service 
for a hospital, nursing home, home for the retired; or for an industrial 
or educational facility. 

The major functional activities In a food service business are: managing, 

supervising, purchasing, planning, receiving. Inspecting, storing, pro- 
ducing, serving, dishwashing, maintaining cleanliness, and keeping records. 

The following chart shows a distribution of the kinds of jobs usually 
associated with a food service business. The positions and job tasks are 
assigned according to need and in some cases one person will assume the 
responsibilities of several job tasks. 



SAMPLE ORGANIZATI O NAL CHART 



Manager 



Ass istants or Supervisors 



Food Production 
Chef 
Cook* 

Kitchen Helper 



Comptrol ler 
Bookkeeper 
Cash i er 

Purchasing Agent 
Storeroom Clerk 



* May be classified according to type 
of food or method of preparation 



Sanitation & Maint e nance 
Engineer 

Sanitation Ma i ntenance 

PI shwasher 
Potwasher 



Service 
Host /Hostess 
Waiter/Waitress 
Busboy/Busgl rl 



(Cafeteria) 
LIneman/GI rl 
Floorboy/61 rl 
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Home economics training programs for food service employees will be 
structured to prepare youth for employment In any food service business. 
AM trainees will be expected to fulfill certain competencies such as 
the ability to read and write and work relatively simple mathmatlcal 
problems. Positive persona I -soda I traits which will lead to the suc- 
cessful execution of the responsibilities related to the position will 
be advantageous to the trainee. 

Qualities leading to his advancement are neatness, excellent health, a 
command of the English language, tactfulness, good judgment, and an 
abilllY to memorize quickly. Specific competencies related to the food 
service business are knowledge and ability In handling foods and an 
understanding and ability in the use af care of equipment, appliances, 
and utensils that are necessary in the ^reparation and serving of foodj. 

A food service employee has numerous demands to attend to as he performs 
his duties. The preparing and serving of food most be regulated so that 
each course Immediately follows the one proceeding It. The trainee 
therefore, needs to know how long it takes to complete any course on the 
menu and must be able to intelligently plan for the preparation and ser- 
vice of several different meals simultaneously. He must understand and 
use the proper techniques for all occasions and possess a complete and 
up-to-date knowledge of common practices and customs as they relate to 
his job. He will be required to work at a rapid pace for short periods 
of time whi le paying attention to numerous details. 

The food service industry Is especially In need of trained personnel and 
offers many possibilities for employment and advancement, thus justify- 
ing the development of cooperative training programs. An unskilled 
person beginning with the lower levels of job tasks of busboy and kit- 
chen helper can learn and advance as quickly as he himself is able to 
do. Knowing how each position fits into the total objectives of the 
business provides an excellent basis for the development of the trainee. 

The jobs associated with the food industry have been analyzed through 
research and Interviews with food service operators of several kinds of 
businesses. The following tentative job analyses are a result of those 
interviews. 



BUSBOY 



(Also known as Floorboy, Steward, Dish boy. Dining Room Attendant) 

At the entry level, the busboy will be working primarily in and/or be- 
tween the serving area and the dishwashing section of the kitchen. 

His job includes removing dishes, silverware, glasses, and linens from 
the tables; placing items removed systematically on trays or carts; 
carrying the loaded trays or carts to the kitchen or dishroom; deposit- 
ing the Items In specified containers or areas; cleaning the surfaces •. 
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of the tables and chairs; and maintaining a supply of linens, table 
settings, and other necessary items convenient to the serving area. 

General housekeeping duties will Include the daily moppsng or vacuum- 
ing of floors, cleaning thoroughly the surfaces of the tables, chairs, 
and serving stations, and replacing ail of the equipment and supplies 
that are required for the assigned area. Any spilled food or liquids 
will be wiped up promptly. 

The busboy may also be expected to assist the waiter by resetting the 
tables with silverware, glasses, linens, and filled condiment contain- 
ers; carrying heavy trays of food; and occasionally serving extra 
items to the customers as requested. 

Other side duties may include making the coffee and Iced tea and/or 
filling the beverage boxes, checking out needed supplies from the 
storeroom, filling condiment and Ice containers, and arranging tables 
for special groups. 

The food service employee’s overall responsibility at the Busboy 
level is to maintain orderliness and cleanliness in the serving area 
of the food business with which he is employed. 



WAITER 



The waiter will be working primarily in the serving area of the food 
business. He will be taking orders for food; placing orders for each 
course in proper sequence In the kitchen; carrying the food from the 
kitchen to the tables; serving the food using prescribed techniques; 
itemizing and totaling checks for all the foods ordered; and present- 
ing the checks to the customers. 

The waiter will be expected to make his customers feel welcomed and 
comfortable, to maintain an awareness of the needs of the customers, 
to fulfill promptly any reasonable requests made, and to maintain the 
neatness of the table at all times during the serving period. He may 
be expected to present the menu and offer suggestions upon request. 

Other duties may include preparing menu folders, arranging tables for 
special groups, making beverages, assembling orders, filling condiment 
containers, receiving payment from the customer to take to the cashier, 
and returning any change that may be due the customer. 

Housekeeping duties may Include clearing the tables and disposing the 
used items in proper locations and containers, cleaning off the tables 
and chairs, and attending to the general overall appearance of the 
assigned area. 



The most essential responsibility of the waiter is to serve the cus- 
tomers efficiently and safely In a courteous and friendly manner which 
promotes the successful operation of the food service business with 
which he is employed. 



KITCHEN HELPER 



(Also known as Porter, Cook's Helper, Dishwasher, Potwasher) 

The kitchen helper is an entry level job in a food service operation. 
He may work as a cook*s helper, a dishwasher, a potwasher, or as a 
general maintenance man depending upon the type and size of the opera- 
tion. 

As a cook’s helper, his tasks may include washing, peeiing, and/or 
chopping fruits and vegetables; watching and/or stirring cooking foods 
to prevent burning; weighing or measuring staples for the cook; pre- 
paring beverages; adding finishing touches to prepared foods; assist- 
ing In assembling orders placed by the waiter; and verifying the or- 
ders after they have been assembled. He may devote his entire time 
to one type of food preparation, or work in a variety of preparation 
centers as needed. 

If his main job is concerned with sanitation and maintenance, then 
his tasks will include keeping the kitchen and equipment clean. He 
will be expected to scour work tables and butcher blocks, scour pots, 
pans, and steamtable trays; and sweep and mop the floors. 

Other tasks may include washing and polishing silverware, washing 
glasses and dishes, and carrying trays of food or materials to speci- 
fied locations; removing and/or replacing equipment and supplies as 
needed in assigned areas, checking out needed supplies from the store- 
room, and filling staple containers; turning on electric appliances, 
lighting gas burners, turning on steam equipment, and filling water 
compartments of steam equipment. 

The kitchen helper’s responsibility is to be available to perforin the 
more simple tasks that are essential in the preparation of foods or 
in the maintenance of sanitary equipment and orderly surroundings. 



COOK 



The cook’s main duties will be involved in the preparation of foods, 
however, his tasks will depend upon the type and size of the food op- 
eration with which he is employed. The variety of his tasks will be 
designated by (I) the kinds of foods he prepares, (2) the methods of 
preparation, (3) the rank he holds In the kitchen, or (4) the meal he 

prepares. 



In small establishments, the cook’s ‘job will include less special iza- 
tion and a greater variety of tasks. These may include planning the 
menu, selecting and ordering the^ foods and supplies, receiving the 
goods, portioning the meat, and setting standards of quality for all 
foods prepared. He will either prepare or supervise the preparation 
of al I items on the day’s menu for serving at prescribed times of the 
day. 

If the cook is employed in a larger food business, his job tasks may 
be limited to the preparation of a specific kind of food, such as vege- 
tables, fish, or dessert. In another situation, his tasks will be de- 
termined by the method of preparation, such as broiling, baking, or 
frying. 

Some employers may staff cooks for a particular meal and his tasks will 
be limited to the preparation of specific foods identified with that 
meal. Other employers may determine the job tasks according to the 
rank of the employee such as first or second cook. Each type of cook 
will have designated tasks as defined by the need and policy of the 
food service business. 

The general responsibilities of each cook includes preparing foods for 
serving that are attractive, nutritious, and safe by following sanitary 
and efficient techniques. 



Summary : 

A student participating in a training program will be prepared to assume 
any of the variety of tasks assigned to the job titles: Busboy, Waiter, 
Kitchen Helper, and Cook. His progress will be limited only by his in- 
terests, abilities, and training since the food industry offers numerous 
possibilities for employment and advancement. 
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Key: Employee frequently performing task 

Identified by: B - Busboy 

W - Walter 
K - Kitchen Helper 
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liness and orderliness 
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Key: Employe© frequently performing task 

identified by; B - Busboy 

W - Waiter 
K - Kitchen Helper 
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Materials and techniques used 
in maintaining furniture 
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Key; Employee frequently performing task 
identified by: B - Busboy 

W - Waiter 
K - Kitchen Helper 
C ~ Cook 
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Serves food in proper Serve food properly according to type Procedures used in the 

and prescribed manner service and course serving of food 

according to courses (W) 
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customers and craclously 
bids them goodbye (W) 




Key: Employ€e frequently performing task 

Identified by: B - Busboy 

W - Walter 
K - Kitchen Helper 
C - Cook 
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